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ADMINISTRATIVE REFRESHER COURSE #1

Yondsy = 29 November 1954

0830 = 0900
0900 « 0920
0930 = 1100
1110 = 1230

1330 - 120
1130 - 1790

Registration and Distribution of Mateiisls

Courss Indoptrination and Security Instreostions

Organization and Functions of Central Intelligence Agsncy

Organization, Puretions and Command Structure of
Clandestine Services

Foreign Division Organization

Administrative Project Prucedures

Tuesday = 30 November 195k

Wechﬁsdggu a

0830 = 0900
0900 = 09O
9750 = 1020
1020 = 1200
1300 = 1500

1510 = 1700

Gtudy of| |

Usze of Repulatics Manuals

Study |

Pudget Requiremenis

Carser Service Fuanscticas

Persawmel Prozedures of Clandeatine Services

1 Duncomber 195k

0836 - 0930
0930 = 1000
1010 - 1200
1300 = 0o
31516 = 1700

Study of Cable Cuide

Discusgion of Cable Guide

Headquarters and Fisld Allomances

Table af Crganizétion Procedures
Transportation of Personnel ~and Effectag Field

Paygonnel Procedures

Thursday = Z Dacorbsr 1954

0830 = 1030

ke = 1230
ug-:x = 1kzc

o = 1700 St
¥ridey = 1 Dn

Stody and Dlscussion of *x’mapmaibili‘m oi‘ Opemnigrm,,
Supplies and Mutariel®

Cang and Agent Recoxds

humetions of MYenmpgument

Lion and Headquarters Financial Hewpunsibilities

amabar 19%h

0830 ~ 0900

B = 1050
1100 = 1200
LG = 1345
1355 ~ 1536
LG = 1700

Study far Genersl Mrsmination

securily Jffics Suppart of the Clandesbtins Service
Special Contracting and Allowances Staff

Stafi Training for Clandsstine Servies

Coneral Examination

Seminuy and Sritiqus
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WMEMORANDUM FORs Staff and Division Training Officers, DD/P

SUBJECT': Adrinistrative Refrasher

1, An Adminigtrative Refresher Course will be given for the
purpose of familiarizing personnel with the present organization
of the Agency and current sdministrative activity and procedures
at Hsadquerters and at Field stations,

2, Administretive Refresher Fo, 1 will be conducted from
29 Rovember through 3 December 1954 in Room 155, Building
Regletration for thle first course will close at 1700 hours,
Monday, 22 Fovember 1954, Reglstration for subsequent presenta-
tions of the course will close at 1700 hours on the last Wonday

- preceding the opening date, Administrative Refresher No, 2 is

tentatively scheduled to begin 14 February 1955,

3. FPrecise data on courss objectives, prersquislites, enrolle
ment and acope are included in the attachment,.

KATTHEW PAIRD
Dirsetor of Training

Attachnent
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ATTACHMERT
TITLE Adnministrative Refrecher
OBJECTIVE Provide familiarization with the present orgenization

of the Agency and current administrative activity and
procedures at Headquarters and at Fieold statlons.

PREREQUISITES Top Secret Clearance
Recent completion of at least one tour of duty abroad,
or projected assignment that raquires bringing past
training up to date,

ENROLLMERT 15 to 30
DURATIOK One week (40 hours)
LOCATION Headquarters

This course is designed primarily for DD/P sdministrative personnel
who, because of the duration of their asgignment abroad, are unfaemiliar with
recent developments of major significence at Headquarters, It is not intended »
to impart basic knowledge but to bring old imowledge up to date, It is not T |
substitute for any cther course required by| 25X1
Headquarters personnel are not excluded, but Training Officers
should carefully examine the appropriateness of such enrollmenta,

By meens of lectures, discussions and selested reading materiels, %he
deseription and examination of current poliecy, objectives, organization,
problems of administrative emphasis, current methodc of personnel managemsnt,
fiscal administration and requirenments, and current capabilities for providing
adminlgtrative support will be undertseken, Pripary emphasis will be glven %o
edministrative support procedures and regulations, In eddition, discussion of
cther Agency componeants will be undertaken to ensure proper understending of
their activities in relation to the total Agency effort and of their capacity
to support the work of the Clendestine Services,
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ADMINISTRATIVE REFRESHER #1

1 - 18 February 1955

25X1A

vl FE ADM

. 2. WH  ADM

:/3. WE ADM

“he EE ADM

-5 WE FI

vbe WE ADN

‘/70 WH ADM

Summary (By Divisions) Summary (By Staffs)

AT } Adm - STAT
FI -

EE
FE -
WE
WH

TOTAL:

TOTAL:




